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Introduction
Data Acquisition Introduction (QVADS)
Services

Authorizations appear in the Vendor’s “Acknowledge Authorizations” queue once a specific approved service has been linked to a specific
Vendor.

This “link” is the direct one-to-one relationship in the QVADS vendor table. In order for a Support Coordinator to choose or link a service to
a Vendor the Vendor must be contracted to provide the specific service the Support Coordinator is searching for (see table 1).

Arizona Dependent Life Attendant Care YES 03/18/05
Arizona Dependent Life Housekeeping - chore/homemaker YES 03/18/05
(QVADS Vendor Table 1)

As depicted in table 1 the Vendor “Arizona Dependent Life” is contracted to provide Attendant Care and Housekeeping. Should a Support
Coordinator search this VVendor for these services a return would be successful.

Should a Support Coordinator search this Vendor for services other than those listed in table 1 the return would be blank.

Vendors must ensure that all services provided by your company are properly listed in QVADS (to verify the services that are currently in the
QVADS system please contact the Division Contracts Dept.).

Office/Site Locations (QVADS)
The various locations where a Vendor may provide a service(s) are categorized into 3 levels within the Focus system, they are:

e The Vendor Level
e The Site Level
e The Service Level
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— | Ne Vendor Level — This functions as the “Corporate / Headquarters” level.

The Site Level — For Vendors with multiple offices throughout the state, this is the location where specific services are provided.

Mavgation: Main Meny | Yiew Qualfied Vendor Apglication
-- > Assisted Living Servicas Inc.
Yiew Yendor Administrative Sites

St M armes Address ity Servced

> Main Office Magralia St Goodyear  ATTEMDANT CARE

AY TREATMENT & T¢ -':.'I"-.:_r{t-.-'l.:lll'

DAY TREATMENT B TRAINIMNG - CHILDEEN AFTER
SCrnol

p Assisted Support e DysartRd Suite - dade  ATTENDANT CARE

DAY TREATMENT B TRAINING - ADULT

pay TREATMENT & TRAINING - CHILDEEN AFTER
SCHOOL

¥ T .
PROGRAM

LA A N ———R——t—M——,
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The Service Level — A Site may have multiple service locations (such as different suites i.e. suite 1200 or suite 900) where specific services
are offered. For example: SPT may be offered at 3225 N. Magnolia St. (the Site Level), suite 1200(the Service Level). Other services like
HAM may be offered at 3225 N. Magnolia St (the Site Level), suite 900(the Service Level).

DTT (shown in the image A) illustrates that a Vendor may have many authorizations specific to the service (DTT) and many Service levels,
such as Suites L, M and C, D (see image B).

ek Assisted Living Services Inc.

Site Marme Address Ciky Services

Man Office Magraoha St Goodyear  ATTENDANT CARE

flavgebon: Map Meny | Vew Qusified Yendor Soplcation | View Adminedrative Jtes
VErl (z00d Meighbor fasistad Lavrg Servces [nc,

Sie Hame Address Citw
At SLpport Can W19 N, Dysait B Sutal, M Avnndae

Site Nami Adkr ags oty
Azt Support Center 919 M. Dysark Bid Surbe C, D dvordss
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Office/Site Locations (FOCUS)

The QVADS Service and Site locations (Vendor, Site, and Office Levels) shown in the previous two pages are accessed via the FOCUS
“Final Authorizations” screen (see image C).

¢ Home :: FAL

Account: Vendar Type : AGHN]| Cla

. Authorizations - Final Authorizations

| Vendor Type Main Menu Service Notfications Pending Auths Declined Reguests Acknowledge Auths Final Authe
= ) Following are the final service authonzations, Initial results are based on default
Please use the following critena to search critena, to change the results alter search critena, Please click on the
search consumer name link to view the details of the authonzation, You can also view the

history of the authorizations, If you have proper access rights.

Status | Open | et R S 5
Office/Site ;. Fairneighbor Inc. Assisted Support Center
, ) m =] Records Dis| T2 Neighbor Assisted Living Servicas Inc. » The Vendor Level
Ridea £ ! Falr Neighbar Main Office — » The Site Level
Fairneighbor Inc. Assisted Support Center > The Office Level
S pritin all - Fair neighbor Inc. Assisted Support Center ” € Joe Lo
et Fait nejghbor Inc, Assisted Support Center Image C
Start Date : | Gl
End Date : | Q

Consumer ID : i

[ Search | [ clear |

End of Introduction
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Security Access (FOCUS) — Admin “Step-by-Step”

The first step is to go to the External VVendor website by typing the following web address (http://www.azdes.gov/ddd) into the browser’s
address window (see step one) The User must click on the “DDD automated system” hyperlink to access the FOCUS login screen (see step
two).

23 http:/iwww.azdes.gov/ddd/ - Microsoft Internet Explorer

File Edit ‘jew Favarites Tools  Help
W — i w1
eBack L, \i'-' @ __l\] /.JSearch ‘L:(’ Favarites @3 T g M _] ﬁ ﬁ

|i§| htkp: sy, azdes, gow/ddd/

f — ey
Arizona e e State of Arizona
Department of Economic Security Home Page

ms Home Page About DES Contact Us FAQ=
Division of Developmental Disabilities
Home Page - About - ContactUs - FAQOs

Menu =
+ Message from the Para azistencia en Espafiol, por favor llame al 602,542,0419 o0 1.866,229,5553

Assistant Director
+ Eligibility /dMake a MEW SFY0& Wendar Billing Docurnentation Mow Available

Referral

FOCUS - the Division of Developmental Disabiliies automated system

+ Mawigating the

System Wendor User Manual (2.2 MBE PDF)
+ Mawegando el

Sistenia To make an eligibility referral, click here,

+ Working With You

Faor important Vendor Information, click here
+ Reqgulatory
References
MEW Citizenzhip Fact Sheet for Families (242 KB, PDF)

+ Yendor
Information
Ernployrnent Support Service, RFOWA 705015, Service began on Movember 1, 2005,

+ Provider
Information for
Consumers & Third Party Liability Billing Suide for Therapy Providers (1,02 MB, PDF)
Families
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Initial Sign Up Request- Admin “Step-by-Step”

Arriving at the sign up screen for the first time the User must sign-up as a new user by clicking on the Signup As New User link. The “New
User” does not enter a User Name or Password at this point in the sign up process.

L) wWelcome to the Secured Website, To begin login below or if you would like tao
zign up as a new user click on the "Signup &s Mew User” link below
User Name
Password
Login
&) Signup As MNew User &) Forgot My Password
Proprietary and Confidential Page 10 of 57 All Rights Reserved



Initial Sign Up Request — Continued— Admin *“Step-by-Step”

Having clicked on the Signup As New User link the User will enter required data into all of the fields below. The User must duplicate the

security code in the “Human Verification” security box on the bottom of the screen, then click on “Submit”.

Login | Support Reguest | Forgot Passwiord

) Tosignup as a new user fill out all of the information below and click "Submit”,
Upon successful submission vou will be receiving a confirmation email sent to
the ermail address you specifed below,

(*all inforrmation is required.)

* First Mame : |

* Last Mame @ |

* User Marme: |

(Min. & chars, Max, 20 chars)

* Password @ |

[Min, & chars, Max, 15 chars)

* Re-Enter |
Passward :

* Email : |

* Address |

* City |

* State

* Zip |

* Phone : |

Far security purposes,
please enter your code
in the text box,

This technigque prevents
autarnated programs
from using this website,

vourote s~ [REMYRM

Enter vaur

Notice:
For ease of form use please “Tab” from field to

[The “Tab key” is to the left of the letter Q on your

keyboard]

The User will enter the email address where they
wish to receive the email confirming their FOCUS
User Name and Password.

The User must authenticate the account submission
request by typing the “Your Code is” security
code in the “Enter Your Code Here” fill-in field.

a

code here: | KFMYRM

| Submit |

Proprietary and Confidential
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Confirmation Email- Admin “Step-by-Step”

Upon submitting the data from the “Sign up as New User” screen, the “New User Confirmation” screen will appear indicating successful
completion of the initial sign up request process.

The User at this point will exit FOCUS and await a confirmation email from DDD Prod Support.

Mew User Canfirmnation

Login | Signlp As Mew User | Support Request | Forgot Password

&) Your Submission Has Been Received!

Thanlk: you for your subrmission, we have received your request and yvou shaoold
be receiving a confirmation ermail shortly., In it will be a security URL that you will
need to click on which will send you to the login page. (If you have any problems
clicking on the url due to "Url Wrapping" or any other issues, please copy and
paste the complete url into your browser's address bar.) You will not be able to
login to the AZ Secured site untll you hawve successfully completed this step. If
wou have any problems completing this process please contact the support desk
at 60Z2-294-6609,

Thank You - &2 Secured Site Support
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Confirmation Email - Continued— Admin “Step-by-Step”

Upon receipt of the confirmation email (shown below), the User will access the FOCUS login screen by pasting the URL (URL = Web
address) from the email into their Web Browser’s address bar and pressing enter on the keyboard.

YOU MUST LOGIN TO FOCUS WITHIN 2 HOURS of receiving the confirmation email. If the User fails login within the 2 hours, they
must repeat the initial sign up request process from the beginning.

Should the User find it necessary to repeat the initial sign up request process from the beginning, be advised that the User must provide a new
unique User Name. This is not true for passwords; a password may be re-used but a User Name may not.

Frarm: DODOASURPPORT@AZDES, GOV genk: Tue 1/24/2006 2:09 P
T Vendor Email Address
Ce

Subject:  Motification Regarding Your A7 ecurity Sccount

This 15 a confirmation email to let you know we have recewed your submission. Please save this email,  contamns your Secuntyld which will be needed of vou ever
forget your password.

User Name: User name they entered will be here
Password: Password they entered will be here
securttyld: 7a304a33-ded8-4e34-b65d-214405a0a8ea

Please click on the following link to confirm your Sien Up:
hitp DDD-DWZ-WEB/ORGANIZATION/DDDFOCUSDDEm Logm. aspx? SecurtylD=7a304a33-dedB-4e34-b65d-214405a0a8ea | X

If you are having trouble clicking on the link please copy and paste the complete url m your browser's address bar.
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Signing Back Into Focus— Admin “Step-by-Step”

The User will be redirected back to the FOCUS login screen after pasting the URL link included in the confirmation email into the browser’s
address window. The User will now enter the User Name and Password found in the confirmation email, then press the Enter key or click on
the Login button.

Addregf :EI http: //DDO-DMZ-WEBAORGANIZATION,DDD,/FOCUSDD/AT m_Login.aspx?Secur itylD =73304533-ded8-4234-h65d-2 14405353823 @

—

Sy e n of Developmental Disabilities
.::HDI'I'I-I.:_‘!::Fnu- |

Login

{j Welcome to the Secured Wehsite, To begin login below ar if you would like to
sign up as a new user click on the "Signup As Mew User" link below

User Mame @ |usernarne
Password @ |u-u-u
| Login
€ signup As New User &) Forgot My Passwaord
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Signing Back Into Focus - Continued— Admin “Step-by-Step”

Upon Login, outside users who haven’t been tied to a Vendor account are prompted to either create a “New Account” or “Access an Existing
Account”. To create a new account the User will click the Create A New Vendor Account Hyperlink, accessing an existing Vendor account
can be facilitated by clicking the Existing Account Hyperlink.

.:: Home :: FAQ)

Main Menu Edit My Profile Change Email Change Passwaord Create Mew Wendor Account Reguest dccount Access

Georgia
-= LOGOUT

Mo announcements at this time, . . . .
Welcome to the Secured Site for the Arizona Department Of Economic Security, You

currently do not belong to any accounts at the moment. To access any DDD applications
you will need to eithen Create & New Vendor Account pr request access to EHIEE'EI'IDEI Account)

I"*iiscellaneuus

Ma rniscellaneous info at this
time.
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Create New Vendor Account— Admin “Step-by-Step”

Having clicked on the Create A New Vendor Account from the main menu the screen below will appear; the vendor must enter their QVADS
Tax ID (EIN) or SSN. FOCUS will verify the information is present in QVADS.

Create Mew ¥Yendor Account

To create a new account you will need to enter the Tax ID of the vendor that you wish to
create the account for, It is necessary for us to cross check the Tax ID number with our list of
approved vendors in order to ensure authenticity, If we do not have vour Tax ID on record
vou will be asked to start a contract with the State as a qualified vendor. If you know that
vour Tax ID number is not on file vou begin the contract process here, If vou know that we
hawve you registered as a waild vendor then enter your Tax ID below and click "Submit",

Tax ID or 55N # ¢ | 123456789 Subrit

—>The Vendor’s account name will display as it appears in QVADS.

If the Vendor’s account name is incorrect, it’s probable the Tax ID was typed incorrectly.
From here the User would click on Create Account.

Create New ¥Yendor Account

To create a new account yvou will need to enter the Tax ID of the vendaor that yvou wish ta
create the account far, It is necessary for us to cross check the Tax ID number with our list of
approved wendors in order to ensure authenticity, If we do not have your Tax ID on record
vou will be asked to start a8 contract with the State as a qualified vendar, If you know that
vour Tax ID number is not on file vou beqgin the contract process here. If you know that we
have you registered as a vaild wendor then enter your Tax ID below and click "Submit”,

Tax ID or SSN # @ | 123456789 Submit

The following Wendors have been found in our records for the Tax Id you have submitted.

o bauplbbpaatbamdiaamth at vou wish to create the account for by clicking on "Create
Account”,

CATEC

Create Account

Proprietary and Confidential Page 16 of 57 All Rights Reserved



Create New Vendor Account - Continued— Admin *“Step-by-Step”

The Account Name can be changed, if the name is less than 10 characters, it must be changed. (i.e. CATEC to California TEC). Anyone

requesting access to their account in the future will have to spell the name exactly the same, so it’s advantageous, but not necessary, to

abbreviate the name. “The Account Description” is a definition of the account such as “primary account, or the User may simply type the
account name in the account description field (using the picture below as an example the User could repeat CATEC as a description and this

would be sufficient).

Create Mew ¥Yendor Account

e have found the following vendor to match the Tax Id that vou subrmitted, In arder to
create this account vou will also need to provide the username and password that you use to
login to the Qualified ¥Yendor Directory {(Q¥ADS) . This extra piece of information will
ensure that vou are authorized to create this account for this vendor, After vou are done
click the "Submit" button. Upon successful account creation you will be redirected to the
"Main Menu" page of vour new account, (*all fields required)

Tax 1d: 123456789
QVaDs Username * |
QVMADS Password * |
Aoccount Marme * : |CATEC
fccount Description * CATEC
are ready.

9 Are you sUre you wish 1o create
J/ check your vendar credentials clic

Notice:

The Username and Password information
entered here has to match QVADS exactly.
(The QVADS Username* is the User’s email

address.)

FOCUS will prompt the User for confirmation of
account creation via a pop up dialog box.

Click on OK.

A 4

l 04

=N

iz account? If ves click ‘0K, otherwise if you want 1o double
'Cancel'. You may create this Yendor account later when you

x|

This is not my vendor, try_again
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Administrative Tools (Admin Tools) — Admin “Step-by-Step”

The successful creation of an account titled California TEC is depicted below. The person who created the account is the account
administrator (Only the administrator or anyone with Admin rights will see the ADMIN TOOLS utility).

Clicking on ' ADMIN TOOLS brings up the Admin Tools screen. The administrator may see if anyone has made a request to gain access
to the account, in this case there are no requests (see - * ).

) USER TOOLS
This utility allows the account administrator to create and modify “Roles” and “Users”. Roles are related to security level; Users are related to

the people with access to this specific account.
| Account ;| California TEC  w I
" Main Menu

User Applications Slobal Applications

€ ADMIN TOOLS

allows the editing of user roles and permissions far all
applications of this account,

Click on the Available Applications link to see the list of applications that can be “Added” to the vendor’s account.

Applications (17 Available Applications Requests (0]

) USER TOOLS

This systerm is the starting point at which all users who have
signed up to access Secured accounts will begin, All valid

users can access thiz area by default,
Current Status: Online

Raoles Usersia)

There are currently no requests in your queue,
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Admin Tools — Adding Applications— Admin “Step-by-Step”

Clicking the EAVELEWI EFAN o fleziilelals hyperlink will display a list of program application(s) that the account administrator can add to the
account. Access to &/SERVICE AUTHORIZATIONS is depicted below. This application has it’s own set of default security roles.

o FALNE T FALy)

Home Georgia - | Account: Arizona TEC | close

fvailable Applications To Add To vour Account

Below are a list of applications that are available for your account to sign up and use. After selecting the application, it will be
added to your account and vou will then be automatically re-directed to the "&pplication Users" page. There yvou will need to
assign roles to the users whom vou wish to use the application. Users will only be able to access the application if they have
been assigned at least one role,

Available applications:

) SERYICE AUTHORIZATIONS fdd To Account

This application is an internet version of the Service Authorization system and will be used by vendars,

Click on Add To Account to make &) SERVICE AUTHORIZATIONS available to your account. A confirmation dialogue box is
displayed. Click OK.

Are you sure you want 1o add this ppplication to your account? Click OK o confirm, otherwise click

9
'“'-f'/ Cancel

A\ 4

Ok | | Zancel
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Admin Tools — Setting The Security Role— Admin “Step-by-Step”

Once the User has successfully added € SERVICE AUTHORIZATIONS, the Administrator must set the security level (what a person can
and cannot do) within the “Service Authorizations” application . The setting of the security level is accessed via the Users hyperlink. Having
clicked the Users hyperlink the User may search for those persons for whom the User wishes to grant application access.

Developmental Disabilities

Wednesday, July

: v+ Home ;; FAL)
|

Homepage

i Therapy | close

| Account:

Applications Available Applications Reqguests (0)

{,'I SERYICE AUTHORIZATIONS

1z appncaton 1z an mneernet wersion of the Service
Authorization systerm and will be used by vendors,

Curre =Online
Roled Users{S} I

) USER TOOLS
This systern is the starting point at which all users who have
signed up to access Secured accounts will begin, All valid
users can access this area by default
Current S5tatus: Online

FRoles Users{S})

There are currently no requests in your queue,

Search On: | Last Mame v|

Search For: |

Copy User
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Admin Tools — Non-User Search— Admin “Step-by-Step”

The “Non-User” search begins by deploying the “Search On:”” dropdown menu and selecting “non-users of this app”. The goal is to grant
access to those who currently have access to the account but not specifically to the Service Authorizations application.

slopmental Disabilities

Vo g L ) Wednesday, July 19, 2006

: Home :; FAL)

| Home Roles | &ccount: Therapy | close
Search OnLITsE’s_D_F:I'_hE_.ﬁ.a; ______ _v—l G;:-_N;FHE_ ___________ _VJ -m Fgsults: 5

Change widdll Users v i
[l Usere OF This Apn le [¥]serviceduths User Role

Mon Users Of This &pp FM ServiceAuths ser Role (5)

:IUsers ] H
[ Jane

O acke O

o Hayley

‘O cindy
[ Robert

.

I ! »
Go To Page: Prev | Next cancel ||  Save

¥ send courtesy email to users of changes during 'Save’,
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Admin Tools — Security Role Assignment— Admin “Step-by-Step”

Having found Users that do not have application access (i.e. Mickey Mouse pictured below). The admin of the account will assign a security
role by placing a checkmark for the appropriate User role (i.e. “ServiceAuths User Role (1)” for Mickey Mouse pictured below).

Role Definitions

Admin Role = All access to all Functions

User Role = View only unless Admin grants access to functions such as Service Notification Response, Acknowledge Auths, etc.

Community Services | close

Application Users | SERVICE AUTHORIZATIONS | Total Users: 1

Search On: Non Users Of This App ‘-'___' Last Name - I Results: 2
| Change View | [v] serviceAuths Admin Role [v]ServiceAuths User Role

ServiceAuths Admin Role (1) ServiceAuths User Role (1)

Users ] ] ) o

r L] L] L] L]

] Mickey Mouse ] M ] []

< >
o To Page: |

Cancel || save |

[¥] send courtesy email to users of changes during 'Save'.

—p Optional: un-check the box to send a courtesy email to all administrators of this account
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Add A New User To An Existing Vendor Account

Step-by-Step Instruction
For the
User and Administrator
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Add A New User To An Existing Vendor Account — User “Step-by-Step”
The first step is to go to the External Vendor website. Follow the previous steps on pages 7 through 12.
Request Access To The Account

Next the User will request access from the Account Admin by clicking the Request Account Access hyperlink.

.:: Home :: FAL)

Main Menu Edit My Profile Change Email Change Password Create New Vendor .ﬁ.c:n:u:lumll Request Account Access

Georgia Campbell
== LOGOUT

N ts at this time, : : : .
@ AnNBUREEMEs 5t this Hme elcome to the Secured Site for the Arizona Departrnent Of Economic Security, Yoo

currently do not belong to any accounts at the moment, To access any DDD applications
you will need to either Create & Mew Vendor Account or request access to an Existing
Account,

Hiscellaneuus

Mo miscellaneous info at this
tirne.
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Request Access To The Account — Continued — User *“Step-by-Step”

The User who is requesting access must enter the Account Name. The account name the User types (i.e. California TEC) must conform to

predefined search criteria such as:

CaliforniaTEC - This would not be a viable search option as it is one word.
CATEC - This would not be a viable search option.

California TEC - This would be a viable search option.

Etc.

Request Access To Existing Account

To Request access to an existing account search for the account by name and then select the
name (Mouseover the gocount name for an socount description), vou will then be prompted to
enter a request reason/description which will be forwarded to the account adrmin, Once the
request has been either granted or denied you will receive an email detailing your account
reguest status,,

Acoount Mare: lCaIifornia TEC Search

A

TEC - would return all accounts with the word TEC in the name...this would be a viable search option.

Cali - would return all accounts with the word “Cali” as California...this would be a viable search option.

Clicking the search button returns a list of Vendor names matching the search criteria. =

| Request Access To Existing Account

To Request access to an existing account search for the account by name and then select the
name (Mouseover the socount name for an socount description), vou will then be prompted to
enter a request reason/description which will be forwarded to the account admin, Once the
request has been either granted or denied you will receive an email detailing your account
request status.,.

Account Name: |California TEC Search

Records Returned: 1
1

Account

California TEC WENDOR Georgia 1/24/2006
1

To continue the account

access process, the User will
click on the account name.
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Request Access To The Account — Continued — User “Step-by-Step”

The User is prompted to add details in the “Request:” fill-in field. Adding details in the Request box is optional.

The User sends their access request to the account administrator by clicking on the “Submit button”.

| Request Access To Existing Account

To Reguest access to an existing account search for the account by name and then select the
name (Mouseover the gocount name for an socount description), vou will then be prompted to
enter a request reason/description which will be forwarded to the account admin. Once the

request has been either granted or denied vou will receive an email detailing your account
request status,,

Account: California TEC
Request:

I would like read access to your
pending and finalized auths. I
worl in the Central Phoenix
office.

Subrmit | [STTETTETTTT

The User will receive a confirmation dialogue box upon successfully submitting an access request.

Request Access To Existing Account

To Reguest access to an existing account search for the account by name and then select the
nare (Moussorer the account name for an account description). vou will then be prompted to
enter a request reason/description which will be forwarded to the account admin, Once the

request has been either granted or denied yvou will receive an email detailing your account
request status.,

Your request has been sent. You should be
receiving a response as soon as the admin of
the account has either approved or denied your

-
<

request.
Account: California TEC
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Add A New User To An Existing Vendor Account — Admin *“Step-by-Step”

The Administrator will begin the access granting process by logging into the FOCUS system.
The Administrator will click on the €2 Admin Tools hyperlink view any requests for access.

0 . _ lopmental Disabilities

Main Menu Edit My Profile Change Ermnail Change Password Create Mew Vendor Account Reguest Account fccess About Account

Administrator
- LEoUT

Services Inc, W

Main Menu

USET SHPITCLOTTS

Account |

|Annuuncen1ents

Mo announcements at this tirme.

Global &pplications

P
<

Mo Global applications
Available,

&) ADMIN TOOLS

1l Fo =

f user roles and permissions far all
applications of this account,

{ﬁ SERVWICE AUTHORIZATIONS

This application is an internet version of the Service
Authorization systerm and will be used by vendors,
Status: online

Granting Access To An Account

The Administrator of the account will see all Requests for Access from “Non-Users” of the account in the right hand panel of the home page
for the account (in this example, Mickey Mouse).

Geardia . | Account: California TEC | loss

Homepage

Applications (1)  Awailable Applications
) USER TOOLS
Thiz systern is the starting point 2t which all users who have
zigned up to access Secured accounts will begin, All valid
users can access this area by default,
Current Status: Online

Roles Users(1)

Reqguests (1]

) Mouse, Mickey
Requested: 1/25/2006
Phone: 6022742050
Email: gcampbell@azdesz. gov
I would like read access to your pending and finalized
auths, I wark in the Central Phoenix office,
Grant Access Deny Access

a

Clicking on the Grant Access hyperlink will prompt the Administrator to confirm the grant of access, Click on OK.
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Add A New User To An Existing Vendor Account — Admin *“Step-by-Step”

Assigning A Role To A User

In this example, Mickey Mouse has been granted access to the account, however, the Administrator must assign a “Role” to Mickey Mouse

for the Service Authorizations application. The Administrator will click the Users (0) hyperlink to begin the search for non-Users like
Mickey.

Georgia | | Account: Ariz
Homepage

Applications (2) Availabl icats Requests (0)

() SERVICE AUTHORIZATIONS Access was granted for: Mickey Mouse
This application is an intemet varsion of the Service
Authorization system and will be used by vendors.

Cu
Role

Online

) USER TOOLS

This system is the starting point at vhich all users who have
signed up to access Secured accounts will bagin. All valid
users can access thiz area by default.

Current Status: Online

Roles Users(6)
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Add A New User To An Existing Vendor Account — Admin *“Step-by-Step”
Non-User Search

The “Non-User” search begins by deploying the “Search On:”” dropdown menu and selecting “non-users of this app”. The goal is to grant
access to those who have access to the account, but do not have a “Role” (or access) to the Service Authorizations application.

lopmental Disabilities

Wednesday, Julky 19,

: Home :; FAL)

Home Roles | &ccount: Therapy | close
Search Oni Users Of This app | fLastMame & [Search ] results: 5
: change Vis E!EL;:EO"; HE A le Servicefuths User Role
IUsers | _ {rhin Pole (4] Service.ﬁ.utr:sl User Role (53

" Jane

] Jackie [

e ] Hayley

Fl Cindy

] Robert

< [ >

o To Page: | =t Cancel || Save

¥ send courtesy email to users of changes during 'Save',
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Add A New User To An Existing Vendor Account — Admin *“Step-by-Step”

Security Role Assignment

Having found Users that do not have application access (i.e. Mickey Mouse pictured below). The admin of the account will assign a security
role (i.e. “ServiceAuths User Role (1)” pictured below).

Role Definitions
Admin Role = All access to all Functions
User Role = View only unless Admin grants access to functions such as Service Notification Response, Acknowledge Auths, etc.

Home Roles | Account: Community Services | close

Search On: Non Users Of This App '-‘ . Last Name L I Results: 2
| Shange View | [v] ServiceAuths Admin Role [v]ServiceAuths User Role
Servicefuths Admin Role {1} ServiceAuths User Role (1)

Users ] ] [ n

L L] L] L L]

] Mickey Mouse M M ] M

£ >
Go To Page: | Cancel || sSave |

[¥] send courtesy email to users of changes during 'Save'.

—p Optional: un-check the box to send a courtesy email to all administrators of this account

Click save and you’re all done!!
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Viewing An Existing Vendor Account

Main Menu - View Service Authorizations

Once the User has logged into their account, they will have access to Service Authorizations, if the account Administrator has granted the

User access to the Service Authorizations application. A user, depending upon the Role they are granted, may or may not have the Admin
Tools application available.

In order to view service authorizations the User will click the Service Authorizations hyperlink.

e

ievelopmental Disabilities i
i 2 Tuesday, July
:: Home :: FAL)

Main Menu Edit My Profile Change Email Change Password Create New Mendor Sccount Reguest Account Access About Account

-= LOGoUT LOCKED [?] Account ;

Announcements Main Menu

Mo announcernents at this time. e e
ser Applications Global Applications
G ADMIN TOOLS Mo Global F'-DD“CEItiEII'IS

Allows the editing of user roles and permissions for all Available,
applications of this account.

{ﬁ SERWICE AUTHORIZATIONS

This application is an internet version of the Service
Authorization system and will be used by vendors,
Status: Online

Miscellaneous

Updated: 3/16/2006 12:00:00
AM

Password Resets

Violated passwords are reset
every hour on the hour between
7:00 AM and 6:00 PM.

TUpTIcary artu CUTITIutIitrar
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Viewing An Existing Vendor Account
Agency versus Special Contracts — Choosing A Vendor Type

The Service Authorization hyperlink (once clicked) will redirect the User to the “Vendor Type Selection” screen. The User must select a
Vendor Type for the authorizations they wish to view. There are two account types that are most commonly seen in FOCUS, the QVADS
registered Vendor (AGN) and the Professional Independent Provider (IND). Both Vendor types may or may not have a visible “Special
Contracts” (SPC) queue. The Vendor will choose which queue they wish to view based upon the Vendor or Contract type.

g
it 7 g f Developmental Disabilities

- { 1(..'.'.1" "Ny :P Tuesday, July 2
.. Home :: FA()

Yendor Type | SPC| Close

Account:

Authorizations - ¥Yendor Type Selection
Vendor Type Main Menu Service Motifications Pending Auths Declined Requests Acknowledge Auths Final Auths

S Following are the types of contracts listed in our systern based on your FEI/SSM. Please select one of
the following types to view service requests and/or authorizations associated with it.

Cach KAS slopmental Disabilities

® SPC. KIDS ARE SPECIAL AA [ (S5 RESE _d B

i Home :: FAQ

Account:
Authorizations - Yendor Type Selection

Vendor Type Main Menu Service Notifications Pending Auths Declined Requests Acknowledae Auths Final Auths

| Select & Continue |

o Following are the types of contracts listed in our system based on your FEI/SSN. Please select one of
the following types to view service requests and/or authorizations associated with it,

" SPC -John Public AA

* IND - John O. Public

[ select & Continue |
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Viewing An Existing Vendor Account
Agency versus Special Contracts — Choosing A Vendor Type — Continued

Both the Agency (QVADS registered) — AGN and Independent - IND Vendors accept and provide services at the “Published Rate”
(http://www.azdes.gov/ddd/reference/RatePanelinfoqvs.asp) for the DDD. The services that a Vendor Type can provide are as follows:

AGN (Partial list):
G0176 HAM
H0043 RRB
T2003 TRA
S5125 ANC
T2027 DTT
97535 OCT
92507 SPT
Etc.

IND (Only the following services are available for IND authorization in FOCUS at this time):
e H2014 HAH

e T2017 HAI

e S5130 HSK

e S5150 RSP

Both the Agency (QVADS registered) — AGN and Independent - IND Vendors may accept and provide “Special Contract” services. The
option to provide “Special Contract” services is available to those Vendors who have access to the DDD QVAS system. A partial list of
“Special Contract” services is:

SPC:

¢ FCO — Exempt Foster Care Court Order ¢ DVH - Exempt State-Supported Dev. Home e SNF — Skilled Nursing Facility
® EMERG- Emergency Procurement e NCS — Non-Contracted Services ~ ® OSFC — Exempt Services for Out-of-State Foster Children

e Etc.
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Viewing An Existing Vendor Account
The Main Menu

Viewing “Acknowledged” and “Final” Authorizations is facilitated at XU P I N ETAN Y. Currently the Service Notifications,
Pending Authorizations, and Declined Requests hyperlinks are on deferred status and unavailable at this time. In order to accept an
authorization the User must view and “Acknowledge” the authorization before it can be accepted. The User will accept and manage an
authorization via the Acknowledge Authorizations and Final Authorizations hyperlinks.

Developmental Disabilities

- ' \Wednesday, July

: Home :: FAQ)

Account: Mendar Type @ AGH]| Claose
Authorizations - Main Menu

Vendor Type Main Menu Service Motifications Pending Auths Declined Reguests Acknowledge Auths Final Auths

Service Motifications € 0, 94 )

nanswered consumer notificati
W:ts and the total

%, The numbers nextto the ligk indicate the
ber@f requests (llcluding ergerfly ) respectively,
n@sume alo : ; ‘ !

View requests declined by either cansumer ar vendar,

{j Acknowledoge Authorizations{ 10, 33 )

Mew or modified autharizations awaiting your acknowledgement. The numbers next to the link indicate
the total number of new authorizations and the total number of modified authorizations respectively,

'I:_) Final Authorizations

Wiew/Respond to ne
number of emergen

Pending Authorizatiof { 26

Wiew nofitications w

Declined Requests

View details of final authorizations,
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Viewing An Existing Vendor Account
The Main Menu - Acknowledge Authorizations

The “Acknowledge Authorizations” screen is comprised of two grids: the “New Authorizations” and “Modified Authorizations” grids. To see
the details of either a “New Authorization” or a “Modified Authorization” the User will click the Consumer’s Name hyperlink. Should the
User wish to acknowledge an authorization from the “Acknowledge Authorizations” screen they may checkmark the Consumer’ name check
box and click the “Acknowledge” button. The Office/Site column displays the location where the service will be provided.

T . -

sion of Developmental Disabilities

:: Home :: FAL)

Aoccount:

| Authorizations - Acknowledge Authorizations
:_' Wendor Type Main Menu Service Motifications Pending Auths Declined Reguests Acknowledoe Auths Final suths

ﬁ_} Following are 'Mew Authorizations' that need vour acknowledgement. Please clicl on the consumer name link to view the
details of the authorization. After acknowledgernent the record(s) will be added to final authorization list,

LInits Authorized

[~ Consumer Name GO176 HaM  ByPass Office/Site = Location where service will be provided 31.00

| acknowledge |

c‘; Following are the authorizations which were modified by the consurmer and are awaiting vour acknowledgernent. Please
click on the consumer name link to view the details of the authorization, after acknowledgement the recard(s) will be
added to final authorization list.

W __.:_: :'_ Type Status Office/Site Units Authorized

[~ ConsumerName — pny7g HAM  ByPass Open 108,00 r

| &cknowledge |
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Viewing An Existing Vendor Account

Acknowledge Authorizations — View Service Authorization Details

Having clicked the Consumer’s Name hyperlink, the User may view the details about an authorization prior to agreeing to provide:

e A specific service for a specific Consumer
e A specific amount of units
e The specific dates of service duration.

If the User has the security permission to accept authorizations and wishes to do so they may click the “Acknowledge” button, which will

send the current authorization to the “Final Authorizations” queue.

»f Developmental Disabilities

: Home :: FAL)

Account: & Caring

Authorizations - Modified Authorization Details

“Mendor Type Main Menu Service Motifications Pending Auths Declined Reguests Acknowledge Auths Final Auths

€. Following are the details of the authorization, If you are the authorized person, you may acknowledge the
authorization by clicking ‘acknowledge’ button,

Consumer Details

Mame: Consumer Name Consumer ID : 59254
ASSISTS ID: 000
Gender: 1 Age: i
Phone Mo : Address :
Authorized Service Details
Service : Hz014
DDD Code : HAH
Office fSite : Site #1
Units : 315.00 { Previous Malue § 210,00 )
uUnit Type: H
service Dates: 07/01/2006 - 02/01/2007( Previous Dates : 07/01/2006 - 02/01/2007 )
Motes : &0 hrs/rnonth; socialization skill issues; self-care skill issues; communication skill issues
Special Needs :
SUPPOTt e SAILELAWINSKI Clsontie Niowiy o afon Eonl Lo it
B0z T dan 1226 save it as a POF docurnent or print it,
| Return | | Acknowledge |
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Viewing An Existing Vendor Account

Final Authorizations — Default View

The Final Authorizations screen has many default settings that must be manipulated for efficient use, they are:

Statns:

Allows the Usger to search
for authorizations where the
service end date 15 still a
future date (Open) as well as
search for auths where the
service end date 15 a past

date (Closed)

Tvpe:

The default 1z set to
“Regular” which 15 currently
on deferred status, you must
set the type to “ALL”

Service:

Lists all services that the
account 15 contracted to
provide (1.e. 35125 for
Attendant Care, etc.)

Proprietary and Confidential

Authorizations - Final Authorizations

Vendar Type Main Menu Servica Notifications Panding Auths Dechnad Reguests Acknowledge Auths Final Auths

Plaase use the following criteria to saarch, (Far

name search use "%’ for wildcard searching )

Status : Opan ||
Type ! ?legular v
Service : all b
Start Date 4
End Date : M
Consumer [D : I_
Assists 1D [—
gr:tﬂﬂgn;:
Lot Nam
Cffica/Site |
' Al
Care Services Inc.
Care Gilbert

Care Phoenix

Care Tucsan

() Following ara the final servica authorizations. Tnitial results are based on daf
search ciitena, to change the results alter search entena. Please click an the
conswmer name link to view the details of the authornzation. Tow can alse vie
histary of the authonizations, if you have proper access nghts,

HNo Authorizations found !
Records Displayed: 0 Total Records : 0

Page 38 of 57

No Authorizations Found!

© Don’t Panic ©

This means that you have
not selected search criteria
such as “Status” or “Type”
from the selection drop
down menus and imtiated a
search by clicking “Search”

Office Site:

To ensure that a Vendor can
see all authorizations, the
WVendor must search all
locations. This of course
assumes the Vendor has
multiple service locations.

Start Date: End Date: &
Consumer ID:

The User may search for
Authorizations with these
fields as well
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Viewing An Existing Vendor Account

Final Authorizations — Filtering Views

The image below shows the default filter in FOCUS. This filter causes confusion for the Vendor because the last command performed was the
“Acknowledge” authorization function. When acknowledging a service the Vendor expects to see a page update that displays all current

authorizations; however in the default filter there are zero records displayed.

The issue causing the zero records display is the “Type” Choice; it is set to “Regular”. The “Type” of “Regular” is currently in deferred
status; as a consequence there are no “Regular” auths to find. The type must be set to “ALL”".

Please use the following criteria to
Developmental Disabilities search

1 Home ;: FAL)
e
Authorizations - Final Authorizations =tatus . ':'I:lE!rI W

Mendor Type Main Menu Service Motificstions Pending Auths Declined Reguests Acknowledge Auths Final Auths
: o £ Following are the final service authorizations, Initial results are based on default
Please use the following criteria to search criteria, to change the results alter search criteria. Please click on the
search consumer name link to view the details of the authorization. You can also view thf | YPE | REQLI'EIF b
history of the authorizations, if you have proper access rights,
Status | Dpen W i No Authori_z_._':itic_u_‘ls fpum:_l_! : F'!.E-'QUIEIF
- - Office/Site | | Care Services Ino, ¥ . 355
P Records Displayed: 0 Total Records : 0 Service | i |
Type 'Regular W % eeatidsLilsple pe 1] Lielel dn by _ L R, 4
; — @ >
Service | Lall o
Start Date : | [zz]
Start Date : =
Endpate: [ & End Date : | |
Consumer 1D :
Client 1D : |
| search | | Clear |
Search Clear
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Viewing An Existing Vendor Account
Final Authorizations — Filtering Views —“Open Authorizations”

Upon setting the “Type” to “ALL” and clicking the “Search” button the Vendor will see all “Open” authorizations (authorizations where the
service end date is a future date) for a specific location. The necessity to select “ALL” in FOCUS will be ongoing. While it is possible to set
menu options as a default in some computer programs it is not possible in FOCUS, the User must choose “ALL” as a “Type” for every Focus
session.

opmental Disabilities

1+ Home :: FAQ
Mendor Type @ AGH| Close

|Authnrizatiuns - Final Authorizations

Wendor Type Main Menu Service Motifications Pending Auths Declined Reguests Acknowledge Auths Final Auths

Please use the following criteria to &) Following are the final service authorizations, Initial results are based on default

search. (For name search use "%’ search criteria, to change the results alter search criteria, Please click on the

for wildcard searching.) consumer narme link to view the details of the authorization, vou can also view the
| history of the authorizations, if vou have proper access rights,

Status ¢ | Open ¥ ¥ ey i g
= o

: w , —
Tyge g;ill _:;_—! Records Displayed: 100 Total Records : 505 Go to Page: |1 (%)
Service | :.ﬁ.ll |

‘ConsMame SryCode DddCod g Status Ype Lnits: Location

Start Date : J -
) SARA HZ014 HaH Open ByPass ¥33.00 care
End Date : @ solutions
Consurner ID . SARA  S5150 RSP Dpen ByPass 720,00 care
solutions
Acsists 1D
BT ]— SARA  S51Z25 AFC Dpen ByPass 480,00 care
First Mame: solutions
Consurner li FEAN
: o aFC Open ByPass 2450.,00  care
Las_t Name . DOMELLA solutions
Offices/Site
U - | EERIETL Hz014  HAH Open  ByPass 560.00  care
— S cnlitinns | ¥
| search | | CcClear |
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Viewing An Existing Vendor Account

Final Authorizations — Filtering Views —“Closed Authorizations”

When the service date of an authorization is a past date FOCUS automatically moves the authorization from an “Open” status to the “Closed”
status. FOCUS will “Close” an authorization at the beginning of the last service day. As an example, we have an authorization with a service
end date of 6/30/2006-- in this case FOCUS would close the auth at 12:00 AM on 6/30/2006.

Bills for services rendered are often submitted late; as long as they are properly formatted they are paid. A concern of many FOCUS users is
the fact that FOCUS will close the authorization prior to the submission of a payment request. Should FOCUS close an Authorization on
6/30/06 at 12 am, it would not affect a Vendor’s ability to successfully submit a payment request on 6/30/06 at 4pm or on a later date.

Remember! Once an authorization(s) is “Closed” the only way to see the authorization(s) is to Filter by “Closed” status.

Please use the following criteria to
search

jon of Developmental Disabilities

- |Status : Dpen W

Authorizations - Final Authorizations

Vendor Type Main Menu Service Motifications Pending Auths Declined Regquests Acknowledoe &uths Final Auths
. 7 &) Following are the final service authorizations, Initial results are based on default \
Please use the following criteria to search criteria, to change the results alter search criteria. Please click on the TYI:'E-' ' M
search consumer name link to wiew the details of the authorization. Tou can also view the
histary of the autharizations, if you have proper access rights,
Status v . = = o . ”
o Office/Site ;| Care Prescott N Service ! &, W
Type ! F\II v Records Displayed: 60 Total Records @ 60
_ Tupe
Service & all ~ | ByPass start Date | @
Hz014 HAH open ByPass 281.00
Start Date | Hz014  HAH Open ByPass  284.00
_ S5150 RSP Open ByPass 312,00 End Date : | _@_
End Date : ) 55150 RSP open ByPass 35000
Consurrer Hame  Hzoi4  HAH Open ByPass  280.00
Consumer 1D : ConmrmerMame pzo14  HaH Open ByPass  76.00
Consumer ID :|
| | | 55150 RSP Qpen ByPass 130,00
Segrch Clear
i{\g—l M‘ %5150 RSP Qpen ByPass 255,00

| search | | Clear

Proprietary and Confidential Page 41 of 57 All Rights Reserved



Viewing An Existing Vendor Account
Final Authorizations — Filtering Views — Start/End Date, Consumer/ASSISTS ID, First/Last Name
In addition to “Status”, “Type” and “Service” the User may filter by Start/End Date, Consumer/ASSISTS ID and First/Last Name.

The User will choose the combination of values they wish to search. For example, RSP auths for Mary Martin that have a status of “Closed”
or “ALL” auths between 4/01/06 through 6/30/06, etc.

If the user chooses to use Consumer/ASSISTS ID for a search it is not necessary to use the Consumer Name as it may impede the search or
return no records when records in fact exists i.e. ASSISTS ID 123456789 = Mari - Martin, however the search was for ASSISTS ID
123456789 and Mary - Martin. Since the first name is spelled incorrectly the data return would be NULL, which in this case is incorrect.

Please use the following critena to search. (For
name search use %' for wildcard searching.)

: Home :

Status | Qpen |

|Authurizations - Final Authorizations

Wendor Type Main Menu Service Motifications Pending Auths Declined Reqg

Flease use the following criteria to search. (For &) Fellowing are the final TT FI'B : Fé l;ILI| ar e
name search use %' for wildecard searching.) search criteria, to cha L

. = e | consurner name link t 3 T I
Status | Open _V_= histary of the authoriz Service &l by,
Type : Regular » No Authorizations f
Service @ all v | Records Displaysd: O 5!-!!’1'. Datﬂ . | D
Start Date = E
End Date : li_@, Ej’ld Date : |

@ >

i Consumer ID : |
fssists ID ¢
Consumer li q |
First Marne: 'ﬁ'i sIsts ]E:' .
Consurmer li
Last Narmne : Consumer | M
Office/Sits : Firet Nama: ary
C— E— &
anslrRer [ Martin

Last Name :
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Viewing An Existing Vendor Account
Final Authorizations — Filtering Views — Office/Site Locations

When a Vendor has many Office and Site Locations from which services can be delivered the VVendor will have two view options. One, a
Vendor may choose which specific site to view from the drop down menu. Two, the Vendor may choose to see “All” Office and Site
locations from the drop down menu.

It is a common issue for a Vendor to be unable to find an authorization for a specific Consumer. This error may occur because the Support
Coordinator may have chosen an incorrect location during the “Auth” process or the Vendor is not viewing the correct site. This issue can be
avoided if the Vendor will keep the “All”” option from the drop down menu thus showing all possible locations simultaneously.

Status : Open |
n of Developmenta Type :

___Regular_v___

Service ; All v
| Authorizations - Final Authorizations \
Vendor Type Main Menu Service Notifications Pending Auths Declined Requests Acknowledgd Start Date : [ E—
Please use the following criteria to search. (For ) Following are the final service authorizaty '
name search use '%' for wildcard searching.) search criteria, to change the results alte
) consumer name link to view the details g . Q—
gERE S Cpen ) history of the authorizations, if you have End Date : |
Type : Reqular Mo Authorizations found !
Er o all = Records Displayed: @ Total Records : Of Consumer ID . |
Start Date : Qa .
Assists ID ¢ [
End Date | D
Consumer 10 : | Consurmer l
Aakiaba 10y 2 — First Name:
A
e Consumer l
A2 DTA PHOENI® Last Name :
AZ DTA SUMMER PROGRAM i "
AL DTa SUMMER PROGRAM NAVAPACHE @ > "
AZ  MAIN OFFICE | Office/Site :
all T% All |
[ Search ] '
| Search | | Clear |
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Viewing An Existing Vendor Account
Final Authorizations Details

The Vendor may view the details for their “Final Authorizations” by clicking the Consumer’s Name hyperlink (See steps 1-3).

Note: Until further notice the “View Authorization History” link is on deferred status and is non-functional.

:: Home :: FAIL)
PEMNT PERONT

Authorizations - Final Authorization Details

“Mendor Type Main Menu Service Motifications Pending Auths Declined Reguests Acknowled

1 Home ;: FAQ)
&) Following are the details of the current authorization.

Authorizations - Final Authorizations

Consumer ID : 4130 Vendor Type Main Menu Service Motifications Pending Auths Declined Regld

ASSIS Please use the following criteria to search, (For @) Following are the final sg
Gender : M Age : 24 narne search use "%%' for wildcard searching.) search criteria, to chang
Ph Mo : Add . : T | consurner name link ta
e sk E |O|:uen _VJ history of the authorizati
Authorized Service Details Type ! | all w |
Service : 5150 st |AII _v Records Displayed: 50
DDD Code : Baf —— i ConsMarne
Office fSite : Home and Community Based Services Inc. Start Date ! 0}
Units : 180.00 T  Q Consumer Name
. ! =5150
Unit Type : H CHRIZ %
Service Dates: 07/01/2006 - 10/24,/2006
Notes :

Special Meeds :

Support LETICIA CAMND Click on the "Wiew Authorization History' t : . I z ;i

Coordinator : (602 ) 375 - 1403 Hiemiith piieabiam S Ciee. Bhshad el raan Yendor Type Main Mfenu S.erv.lc:e Motifications Pending F'.l_|1.:hs Decllnec.l Regu
11225 N 28TH DR #C207 document ar print it. Please use the following criteria to search. (Far ) Following are the final s¢
PHOEMI®, AZ - 85029 name search use '%' for wildcard searching.) search criteria, to chang

: ; EE—| consumer name link to
ﬁ:ig::-nhle = Status |O|:uen _VJ history of the autharizati

Type ! IR |
Pt e iF'-” | Records Displayed: 50

Start Date [

End Date : @ :
< 2 : CHRISS\% s$150 R
Copsymer 10
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Technical, ;- msGlossary
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Introduction to Basic Computer Terminology
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Introduction

This appendix contains the basic computer terminology that the beginning computer User may find unfamiliar. The Division of
Developmental Disabilities has produced this glossary of computer terminology to facilitate using the new FOCUS application for the
beginning computer User.

This glossary is not a complete terminology guide nor is it intended to be; it does contain most if not all of the computer terminology
necessary to successfully use the new FOCUS system.

Should you require more information about computer basics beyond what is provided in this manual please make use of the following
excellent resources:

DDD Helpdesk (602) 274-3050, Option #3
DDD Statewide FOCUS Training

Internet search

Public Library

Computer experienced co-workers

The DDD/MIS Educational Development & Training Team listed those computer terms that were qualified as most helpful. These concepts
are expressed in ways that are clear as well as professionally meaningful. The DDD/MIS Educational Development & Training Team
recognizes our professional contemporaries as a source of knowledge and applied experience; therefore we also welcome any comments and
suggestions you may have for improvement of this FOCUS manual.

Please send your suggestions to: dddprodsupport@azdes.gov

Thank you

DDD Production Support
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Active Window
The window whose title bar is highlighted (does not have a muted/grayed out color) means it is the currently used window.

[€] Microsoft PowerPoint ... E“E}E " " un- T - S— . .

- —— Active Window, ! Deactivated Window,
@) Ele Edt View Insert Format Tooks notice the rich %] Fle Edt View Insert Format | notice the muted color
Slide Show Window Help =@ %I color of the Title Tooks Data Window Help = @[] of the Title Bar.

= & B39 0% - »|LBa. x|

4B & : TELY Y

| RN KXENIRR S B BEEE %W 2
Application

Another word for a program such as (Word, PowerPoint, Excel, Internet Explorer, etc).

Boot
Starting your computer by turning on the power.

Browser (Internet Web Browser)
An application that lets you interactively search, view and manage information over the Internet. There are many browsers in use today - the

most common are Microsoft’s Internet Explorer and Netscape’s Navigator
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Click
The act of pushing down and releasing the right or left mouse button.

Close Button
The third (an "X") of 3 buttons located at the right end of the title bar that you click to close a window.

B S ——

Database
An organized collection of information that can be on a computer or some other form such as a cookbook; a cookbook is a database of
recipes. In FOCUS there are databases for Billing, Consumers, Vendors, Workers, etc.

Default

A specific setting that is assigned automatically in a computer program and remains in effect until changed by the User.
A good example is the first screen you see when you open any computer program. This “Splash Screen” or first screen is a program default...
you get it automatically or by default.

Proprietary and Confidential Page 48 of 57 All Rights Reserved



Desktop
The opening screen in Windows that contains icons that allow you to do work; some of these icons are “My Computer”, “My Documents”,
“Recycle Bin” and any custom icons you add to the desktop.

Dialog Box
A special kind of window that asks you a question or presents options that you can choose from.

Windows Media Player E|

Are you certain pou wizh to delete ‘Linug and Lucy'?

() Delete from Media Librarye only
{1 Delete from Media Librany and my computer

[ ] Dan't show this message again

k. ] [ Cancel
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Document
Any data file you create with a program such as letters in the word processing program called Word ®, or colorful visual charts and other
presentation information that you could create with PowerPoint®.

Double-Click
Pressing and releasing the left-mouse button two times in quick succession (without moving the mouse between clicks).

Drag/Roll (mouse)
Position the pointer (“white arrowhead”) on an item, hold down the left button, slide/”roll” the pointer to a new location, and release the
button.

Highlight
Selecting by double clicking or dragging with the mouse. Once selected, an item usually turns a different color or becomes outlined.

Un-highlighted Highlighted

Hyperlink

A connection or link between one source of information and another; hyperlinks can be text or images. You know you’re over a hyperlink
when you see the “White Hand”. To “engage” or make the link work all you do is click (one time only) the link with the “White Hand” icon
and off you go!

htm:ﬂunmx-'.dddﬂﬂﬁﬁ' . @
TARGET.

Icon
A graphic picture that represents a program, command, document, etc. (pictured below are the icons MS Word, “My Computer”, MS Excel,
“Recycle Bin” and a “File Folder™).

=] [5d <] 2
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Internet

The Internet (or "Net") is a worldwide system of computer networks (computers interconnected) — a network in which Users at any one
computer can (if they have permission) obtain information from any other computer. For example, the Internet allows the worldwide
exchange of electronic mail (e-mail).

Intranet
An Intranet is a private network that is contained within an organization. It may consist of many interlinked local area networks. The main
purpose of an intranet is to share company information and computing resources among employees.

LAN
Abbreviation for Local Area Network, typically a network of computers within the same building such as our DDD Intranet.

Launch
To start a program, usually by clicking a program icon; you can Launch Word ® by single-clicking the icon on the taskbar or double clicking
the icon on the desktop.

Maximize Button
The second of three buttons at the right end of the title bar, which enlarges the window to its greatest possible size.

Minimize Button
The first of three buttons at the right end of the title bar, which reduces the size of the active window.

= N
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Monitor
A visual output device, similar to a television for your computer.

Mouse

Device that moves the onscreen pointer by spinning a rubber trackball or optical device.
W

Mouse-Over

A “Mouse-Over” is a visual cue, direction, or other data that might be ambiguous or unknown to the User. For example DDD service codes,
you may not know that S5150 is Unskilled Respite, fortunately FOCUS utilizes the Mouse-Over. The first picture below shows no data
banner because the mouse cursor (the arrowhead) is not positioned by the User over the code S5150. The second picture shows that the User
has positioned the mouse cursor over the code S5150. This causes the Mouse-Over to deploy the yellow data banner that defines the S5150
code as “Unskilled Respite” for the User.

{,‘i Available Services: ¢ Available Services:

Tokal Units Tokal

40090  414.00 O
A0090 414.00 0 T2021  1110.00 0

T2021 1110.00 0 sfabo 1438.00 0
=5150 I:R. 1435.00 0 [leeS L ED RESPITE CARE, NOT HOSPICE ]
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Online
Being connected, usually through a modem and phone line, to another network and/or computer.

Operating System
Special software (like Microsoft’s Windows) that runs when the computer is first turned on. This special software manages communication
and interaction between your hardware and software.

Pointer
The arrow-shaped cursor on the screen that moves when you move the mouse.

Reboot
Computer terminology for restarting your computer.

Right-Click
Quickly press and release the right mouse button (some procedures like creating shortcuts will require that you hold down the button not just
“click and release” to accomplish the task).

Right-Click Menu
An easy-to-use menu that opens when you right-click an object. Also called a "shortcut menu", "object menu" or
"context menu." Depending what you have “Right Clicked” on you will see different menu options. Execute the
B paste menu option by pointing to and clicking the left mouse button

A Font..
ﬁ Paragraph...

i= Bullets and Murmnbering. ..

% Hyperlink....

Synonyms 4
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Right-Drag

A mouse action in which you move the pointer on an item, hold down the right mouse button, drag the pointer to a new location, and release
the right mouse button.

Save As

A command that opens a dialog box that permits you to save a new (unnamed) document or rename a previously saved document.

Screen Printing
1. While viewing the desired screen , click the “Print Screen” button (to the right of the F12 button).

2. Open any program that supports graphics like Word, Paint, Power Point, etc. then paste-in the screen image.

3. There are many ways to paste; the most basic is from your “Menu Bar” select “Edit”.
4. Now click the “Paste” option from the menu.

5. The image may now be saved on the computer or printed for the Consumers records.

Scroll Arrows
The arrows at each end of the scroll bar, used to scroll through the contents of the window.

Juleln]:

Scroll Bar
A bar that appears at the right and/or bottom edge of a window whose contents are not completely visible; termed "horizontal” and "vertical"
scroll bars.

[l >
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Shortcut

An icon containing a direct route to a specific object (usually a program or document) that displays a small jump-arrow in the lower-left
corner. You can create a shortcut to a File, Program, Folder etc. by holding down the “Right” mouse button and dragging a copy of the File,
Program, Folder etc to a new location and selecting the “Create Shortcuts Here* option.

e

kCreate Shortcuts Here

Zancel

My Computer My Computes

- -

Start Button
The button at the left end of the taskbar that is labeled "Start.” Clicking the Start button opens the Start menu. Use the Start menu to launch
programs.

Status Bar
The bar at the bottom of a program just above the “Start Button”; it displays information about the program.

Ak o ln 36 Colg &

iF‘age o e E,ITE
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Taskbar
The bar on the bottom of the desktop that let you quickly start and switch between programs.

EEREZL 6

Title Bar
The horizontal bar at the top of a window that displays the window's name. The window's name is usually the name of the program running in
the window.

= Inbox - Microsoft Outlook

Toolbar
A row of buttons that provide quick access to commonly used commands.

hEeEs &0 Y B¢ o- QHOEE § &9 = -0

URL

Uniform Resource Locator, the agreed upon syntax for internet web site addresses that reveals the name of the server where the site's files are
stored, the file's directory path, and its filename.

http://www.de.state.az.us/ddd/
http://www.target.com/gp/homepage.html/602-2890285-7331868

http://dddtrnweb01/focusdd/frm_login.aspx
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Window
The rectangular work area (on the monitor screen) for a task, program, folder or document. Many windows may be opened simultaneously, in
the example below MS Picture Viewer, MS Excel and MS Word are open on the same computer screen (three windows within one window).

- Microsoft Word |- ||

icrosoft Excel - G Db Crosswalk.xis el Xz -doc (Read .°-E,_:~r'=:'- ped
@ File Edt “ew Insert Format Tools Data Window Flle Edit Miew Insert Format Tools Table Window Live Meeting Help
| e teetrg e BN g ARt RS o (BT - 2
' | K - Al Z o . Pl T = .
Dn @E@ ] 2 zl Al 100% ~0 | and =14 ~||B O |

425

AA-I »?::.:..»;
- B EE b >l —— '

i Lz ! 130 4 1 | 3 1 7 g
F1 =] = :
| A | B | =
1 Vendor Issues Track |
5 1 WVEINDZ |Can't login .
3 2 WENO03 |General (not specified) Bill =
4] 3 WEND4  |Meed Additional Applicatio i
e search use o ot mideard searcngy | | € |4 [VENOS [FEI 2 Vendor D issues ;
Status | |Open & B s VENDE  |Vendor Billing Quastions v
Type Regular 7 & WVENO7  |Application Malfunction 2
Service : LAl v g 7 YVEIOE  |Wendor Training lssues = o
Start Date : liEI g 8 WEIOS  |Meed to Create Yendor Ac |nd|V|dua| Support Plan
End Date : — @ o9 WEN10 |Can't See Auth, Billing or* o
Coetrae D e 1 10 |VEN11 |[TaxID Eror _
Assists 1D 5 — 12| 11  |VEN12 [Cannot View Denial or Pa: 2 B[ I-: D
22;5:::;' — E ii Eﬂ}j NTeed :ngor Rate [;ata m I A
! 3 "Tirned Out" error when try - ¢ x
f:;s;;nn:; 1 15| 14 |[VEN15 |Email Failure when trying - — S:H-Ep,o_,;%_x ‘-"--Q‘-rdtl*n-ﬁ'-tﬂgr
1B 15 WEN16 |What Goes in "Account D z
17 16 |WVEM17 |Password not Working T
18 17 VEN18 |Have Mot Received User C _ User M an ual
19, 18 VEN12 |Cannot see “Submit Butt 7
WENZ20  |User Eeceved Help Des!
£
@
¥
. | —— r
T < » W Eiibiy ] Ercounters /G| «| [ b e~ ZODREIE- = 5 7
e 0 | | Page 1 Sec 1 1j167 (At 58 Ln19 Col1 | [

World Wide Web (WWW)
A system for worldwide linking of multimedia that is completely independent of physical location. The Web is one part of the Internet, not
the complete Internet.

Proprietary and Confidential Page 57 of 57 All Rights Reserved



	Create New Vendor Account 
	 Introduction
	Create a New Vendor Account
	Step-by-Step Instruction
	For the 
	Administrator 


	Create a New Vendor Account  Security Access (FOCUS) – Admin “Step-by-Step”
	Initial Sign Up Request– Admin “Step-by-Step”
	 Initial Sign Up Request – Continued– Admin “Step-by-Step”
	 Confirmation Email– Admin “Step-by-Step”
	 Confirmation Email - Continued– Admin “Step-by-Step”
	 Signing Back Into Focus– Admin “Step-by-Step”
	 Signing Back Into Focus - Continued– Admin “Step-by-Step”
	 Create New Vendor Account– Admin “Step-by-Step”
	 Create New Vendor Account - Continued– Admin “Step-by-Step”
	 Administrative Tools (Admin Tools) – Admin “Step-by-Step”
	 Admin Tools – Adding Applications– Admin “Step-by-Step”
	 Admin Tools – Setting The Security Role– Admin “Step-by-Step”
	 Admin Tools – Non-User Search– Admin “Step-by-Step”
	 Admin Tools – Security Role Assignment– Admin “Step-by-Step”
	Role Definitions
	Add A New User To An Existing Vendor Account
	Step-by-Step Instruction
	For the 
	User and Administrator 




	 Add A New User To An Existing Vendor Account – User “Step-by-Step”
	Request Access To The Account
	 Request Access To The Account – Continued – User “Step-by-Step”
	 Request Access To The Account – Continued – User “Step-by-Step”
	 Add A New User To An Existing Vendor Account – Admin “Step-by-Step”
	Granting Access To An Account
	Assigning A Role To A User 
	Non-User Search
	Security Role Assignment
	Role Definitions
	 
	Viewing An Existing Vendor Account



	 Viewing An Existing Vendor Account
	Main Menu – View Service Authorizations
	Viewing An Existing Vendor Account

	Agency versus Special Contracts – Choosing A Vendor Type
	 Viewing An Existing Vendor Account

	Agency versus Special Contracts – Choosing A Vendor Type – Continued
	 Viewing An Existing Vendor Account

	The Main Menu
	 Viewing An Existing Vendor Account

	The Main Menu - Acknowledge Authorizations
	 Viewing An Existing Vendor Account

	Acknowledge Authorizations – View Service Authorization Details
	 Viewing An Existing Vendor Account

	Final Authorizations – Default View
	 Viewing An Existing Vendor Account

	Final Authorizations – Filtering Views
	Viewing An Existing Vendor Account

	Final Authorizations – Filtering Views –“Open Authorizations”
	 Viewing An Existing Vendor Account

	Final Authorizations – Filtering Views –“Closed Authorizations”
	 Viewing An Existing Vendor Account

	Final Authorizations – Filtering Views – Start/End Date, Consumer/ASSISTS ID, First/Last Name
	Final Authorizations – Filtering Views – Office/Site Locations
	 Viewing An Existing Vendor Account

	Final Authorizations Details 
	Introduction to Basic Computer Terminology
	 Introduction
	DDD Production Support

	Application 
	Boot
	Browser (Internet Web Browser)
	Close Button
	Database
	Default
	Desktop
	Document
	Double-Click
	Highlight
	Hyperlink
	Icon
	Internet
	Intranet
	LAN
	Launch
	Maximize Button
	Minimize Button
	Monitor
	Mouse
	 Online
	Operating System
	Pointer
	Reboot
	Right-Click
	Right-Click Menu
	 Right-Drag
	Save As
	Screen Printing
	Scroll Arrows
	Scroll Bar
	 Shortcut
	Start Button
	Status Bar
	Taskbar
	Title Bar
	Toolbar
	URL
	Window

